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ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. A0 FURTHER ACCUMULATION ANTICIPATED 

0. 
mar 1. I h  I - r l i a  a, C k  D l f l . .  1" *,Ch this record I S  rr..le* 

The function of the office in which this record series is created is to 'audit payroll source 
documentation to assure it$ validity while being processed fo r  record ahd'payment. 
function of intern control allows for fewer mistakes. 

This 

- 1 .DIJC"I,TIOI or smits - ,nriu*. POI. "0 

in the basic payroll frm one pay period to the next. 
adjustment form 1-8 (pr 1-8) 
multicolumnar file. 

. Is,. T1t1.. r r  .a, -d f,,. .'.'r-l 
Payroll Adjustment Register File - Consists of adjustments made to payroll for changes 

Documents included in the file are payroll 
It is a chronological arrange2 and a ccmputerized listing of such. 



FW~ .2 - 

13. Is t h i s  the Record Copy of the  se r i e s?  

16. Does the  se r i e s  contain c lass i f ied  i n f o r k t i o n  requiring securi ty  handling? 

17. Does the se r i e s  document ~. policies  and procedures of agency's operation o r  function? [ ]  ~ [X 
. . . . ~ , ,  ~. , ... .- .- ,... 

18. Could t he  function be performed if the f i l e s  were l o s t  o r  destroyed? 19 11 
19. I s - t h e  se r i e s  (or major portion of i t )  regularly microfilmed? If yes,  why? [ I  :is* 
20. Does the record ser ies  provide data as input t o  an EDP f i l e ?  [ t  [ I  

21. Does the record ser ies  contain documentation produce& as EDP printout? [ t  [ I  
22. Is the se r i e s  affected by Federal or  grant funds? [ I  7 [t 

23. W i l l  there  be a ileed for  these records 10, 1 5  years from . -  now? If yes ,  wh-at? [ I  1% 

24. EQUIREFENTS. The following requires the f i l e s  t o  be kept 4- years  : 

a.[lSTATE b.[lSTATWE OF c.[]AUDIT d.[lFEDERAL e.&]ADMINISTRATIVE f.[]HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

( C i t e  Law, Statute ,  o r  other reason fer the retention requirement) 
This series is used as and administrative tool  fo r  balancing and control 

purposes. 
~ 

25. AGENCY W C O H X ~ ~  agency reconinends t h a k  
of each -[]CALENDAR YEAR -L]FISCAL YEAR -[]CTHER .then : 

A. [ ]Destroy immediately a f t e r  cut off.  
B. []Hold i n  current f i l e s  area 

1 []Destroy. 

. 
month( s ) /- _;year( s) , then : - 

2 []Transfer t o  records center;  hold y e a d s ) ,  then: 
Destroy. 

3 Ll~es t roy  a f t e r  audit ( o r  y e a d s )  a f t e r  audi t ) .  
C. []Hold i n  current f i l e s  area indefini te ly .  .. 

D. [ ]Hold i n  current files area . y e a d s ) ,  then t ransfer  t o  Archives permanently. 
E. []Other 

(Indicate briefly r a t i a a k  for recornendations above/or wr i t e  d d i t i m Z  remcrrksl : 

i n  Paragraph 25 



_̂ _I_._ 

. .  

9 . .  - ~. , Questionnaire - Payroll Adjustment F i l e  - Explanation of Yes answers :- 
t o  Questions 14-23 - -  - .- 

- 

(14) The se r i e s  is duplicated . in par t  by the Earnings report  and Fiayroll Papers .l-8 .' 
f i l e  but not i n  i t s  ent i re ty .  

(15)  m e  adjustment r e b s t e r  itself is a su"m;ery of adjustments made t o  a payroll  for one 
par t icu lar  period. 

It would be possibse (18) t o  reconstruct the f i l e  from the  Earnings Report and Payroll 
Papers 1-8 Fi le .  

(20) 

(21) Part of the recgrd se r i e s  i t s e l f  is az~:' D P  Printout,  the Adjustment R€gister. 
The payroll periodl-8 a l s o  are uses t o  up date 'ad earnings report tape before 

The Payroll  Papers 1-8 are used as input i n t o  a n  EDP Fi le .  

checks and a check r eg i s t e r  may be printed by the  computer system. 


